CTS Quick TIP: Lync - Configuring Presenters in a Lync Meeting in
Outlook 2013

Open Outlook, and go to your Calendar. 4. To configure presenters, click [Meeting Options].
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3. Set up the meeting as you typically would:

¢ In the To box, type the [E-mail Address] of each person you
are inviting, separated by semicolons.

¢ In the Subject box, type a [Meeting Name].
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http://support.microsoft.com/kb/2916599
http://support.microsoft.com/kb/2916599
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Outlook 2013

, ) Quick Tips are posted on the Customer SharePoint site.
¢ Who's a presenter? Choices are: https://its-legacy.usda.net/tsd/default.aspx

¢ Only me, the meeting organizer

Point of Contact
¢ People | choose
+  Anyone from my organization (default) If you have any questions on this material, contact your local

CTS Staff.
¢ Anyone (no restrictions)

If you want to choose only certain presenters, select
[People | choose] and click the [Choose presenters]
button.
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Only presenters are able to share their desktop and applications. presentfiles, and manage meeting
options including admitting people into the meeting.

Atendees Presenters

Copeland, Fred - OCIOHTS, Co\umbia| Harper, Vickie - OCIO-ITS, Columbia, !;
Taylor, Randy - OCIO-ITS, Columbia. § Harris, Don - OCIO-ITS, Fort Valley, G/

Paulk, Julie - OCIO-ITS, Tifton, GA
Fields, Kathy - OCIO-ITS, Athens, GA
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¢ Choose presenters from the Attendees list, and click [Add]
to make them a presenter.

V1.0 2 4/14/2015


https://its-legacy.usda.net/tsd/default.aspx

